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DRAFZ CENTEAL INIELLIGERCE GROUP
Washingbon, D« Co

MEMORARDUM 21 July 1947
WMBER

SUBJECT: Establishment of a Froperty Burvey Board
EPFECTIVE UNTIL CANCELLED OR SUPERSEDED

1. Esteblishment

Thers is hersby established a Property Survey Board, to be somposed 25X1
of t}:ralg mﬂﬁﬁlr{i one of whom will be deslignated Chalrman. Me permanent nembers
0t the BHos X '. 3 he h_‘ H] DLE o O wivi 3 - - e
255 538aRRR BnTAT BEuRES1T74GE (RECRRERY T0R0PCF ¥10A830% she—mrrseorrroy b
2. Authority iz hereby designated Chairman,

The Propsrty Survey Board le hereby suthorized to:

(&) Bender finel determinetion with respeot to the pecuniary
1iability of, or the relief from responsibility with
respect to any employse of CIG in commestion with the
lose, damapge, destruction, or theft of public properiy.

{(b) Authorize disposition or destrustion of unservicesble and
obsolete property in the custody of CId.

3. Suryer Reports

The Propert; Survey Bosrd wills

() Require that = ocomplsts notarised statement be prepared
by the responsible individual or individusls on property
Survey Beport, Form No. 38-18, in all omses of loss, damage,
destruction, or theft of public property in the custody of
C1G. The Property Survey Board may dirsct an investigating
officer to initiate a Survey Report.

(b} Review property Survey Reports and all supplementsl dats,
\ such as affidevits, exhibits, eto., pertaining therete.

(o) Review the findings snd regommendations of the investi-
gating of ficer reletive to the olrcumstances surrounding
the loss, demage, desirustion, or thaft of yublic property.

(d) Require the submission of additiomal Information by the
responaible individual or the Investigating officer when
availadls evidence ir insufficient.

Dowument Ne. __.
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() A&fford the responsidle individual an opportunity te
examine all available evidence and to include sny additional
statenents he may desire to make in his behalf.

(f) BRender & rinal dscision, hased on the information snd factual
dats presentsd, with respeot to the pommiary lisbility of,
or relief from responsidbility of, the individual or individuals
ooncerned. Such actlon will be in accordange with ourrent
property reguletions of the Central Intellirenes Groupe. ‘Then
peouniary liability is estadlished apminst sn individusl, ithe
Property Survey Doard's desision may be eppesled to the
Direstor of Central Intelligence for review. Such sn appes},
if made, mugt be i writing and submitted through the Property
Survey Board within 30 days after reseipt unless otherwise
spesified,

(g) Maintain pertinent reeords of all Property Survey Board proe
ooedinga,

{(r)} Advise the responsible individual or individuals, the Property
* Control Division, and others directly sonesrned of the Property
Survey Board's decision.

4. Unssrviosable and Obsolete Property

The Property Survey Board will:s

(o) Eeview and investigate all requesis for dispositiom of property
worn out through fair wear and tear or ctherwlse rendered
unserviceable and/or obsolete in the service of the Covernment
without fault or neglect on the part of any Individuml or
individuals.

{b} Authorize ultimatc disposition of umservicesble and obsolebte
property and relleve the individual or individuals concerned
of acoountability and/or responsibility thersfor.

(e) Request the initiation of & Survey Repert by the sooountable
end/or responsible individusl in all oases where property is
worn out or rendered unserviceable and/or obsolate tlrough
faualt or neglect,

FOR THE DIRECTOR OF CENTRAL INTELLITENCE:

25X1A9A

Exeeutive for
- ATTACHMER T5: Hone Adninistration and Management

DIBTRIBUTIOR: A
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GERVHAL In5coLLLOGENCE GHOUP

HULLS CGOVLRN iNG PROCUREMUNT

ihe following regulutions shall henceforth gpvarn’Csmtéal

intelligence Uroup's procurement policy and prossdurs,

I.

AUNBORITY

ihe Chief, Services Divislon, shall aet, unless the
Uirector, Central Inielligence Uroup, snall octherw
wise authorize in writin:, as the sole contracting
@ctlvity for ventral intelligence Group, for all
types and kinus of things and serviges necessary,
appropriate, or convenlent for the operation of said
inteliienee Uroup, whether the prosurement bs sceope
nlished on voushered or unvouchsred funds. Any comw

- mitment attempted by persons, other than the Chief,

i,

“ervices Livialon, mey be invelid and nelther recoge
rnized nor acknowledged by approonriute authority,

CLA S8IFICATION OF ZROCUR MENT

iy Uffice Suuplies

io facllitate the issuance of administrative office
gupplles and forms, and to eliminate the meintenance
of indivlidual stock by branciuies, there hes been es-
tablished in the | Serviges Livision,...
g sufficlent §tock of sald supplies. ‘he Lisms in
atock are reflected on the Cantral intelligence

Group Offies Sup: ly Catalog which should be used in
requisitioning office supplies in order that the ‘
appropriate nomenclature, atock numbers, units svaile
able, eta, be adherrea to, Improper identification
of items, resulting from the nonuse of thas catalog,
will only result in unnecessary delay,

Be 0Office Lquipmant

An adequate stock of ge pyffice
squipment 1s carried bypdervicves-
[i:if%:; A Catalog of Sel, W : 65 1
DFEpar and the prineiplass ,ﬁz‘ RN TTErEDee ol
II &4 should likewize 2Qygrn requditgrive ofrice
d»p 2 Q
"o Chvneg \

&

25X1
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E.

III L 3 f;*!‘;_f_z '~

equipment, ihe principles applicetle above should
likewise govern the requisitioning of office equin-
ment,

cquipment, Sup . lies, (other than II A4 and II B) & Services

requests for ftems not covered by paragrapgh II A and
i1 B shall, when possible, make reforence to a mene
ufacturer's catelog and/or model number, or other
identifying numbers, to permit ready ldentification
of the item desired,

i1f 1t is imposslble for the requisitioning office to
properly ldentify the item desired and no descristion
or reference to the menufacturer's maie and/or model
number 1z avallable, sketches, drawin s, or consul~
tations with the Gervices Division, Supply section,
and procurement specialists are suggested.,

with regard to 11 available conditions

governing the T services should be ex- 25X1
pressed. II certaln service requires the execution

of a econtractusl document further discussi nav o
rejulred by the Services Division,

4

for the purpose of formally coveriny T3
ercd righta of theo respecti e partles.
uilding Leiniensnce, . euaiprs, ~srvices, sic,
‘ STATINTL
wervices uivision, is slao equiossd

Lo hencle a1l requests for bullding meintenance, ol-
terationg, repeirs, services, moving, ele. Feguestis
therefor spall re sleesd on stardard requisition
Forw Jdoe. 111U,

Zeproduction (fhotostating, mimeogrsphing, orinting & ete,)

“aqueste for reproaucticon or any kind shall ¢ wre-
rared on orm ¥o. 17, in duclicaie, anc forwuided to
the neprocuctica vteelion, Lecvices Livision, Eg
recelnt thereof, & eosy will (e numbersd srd re..iaad
o The reguiasitlondns oifice.

Lo L il DYULHETLR

- L | 3
sanisgltlion

e Faia swe Addv Bumil s uBed An smel Ang Tenee
wWhsiu Luw 0orecouediin,, SEPRETVRGLS sreseritef
DU i altlong e
e L) s tue sosce "Uate” in the up.er richit hand
corner, L& ackual date o oreasraiion o
whe raguiaitlion auali ve Lnaerted,
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{b)

{e)

{(d)

{e)

{£)

"belivery To" skould indleste the name

and address of the individusl to whlch dellivery

called for on the regquisition is to be made.

"Chargs Allotment" should bear the symbol
assigned by the Budget Division %o the Eranch
ConCO Tl ,

‘he Branch Sup ly (fficer shall sign the
original of esch requisition which requisie
tion shall be submitted In gquintupllcate,
only the branch Supyly Officer 1s authorized
to submit requisitions for supplies, equipe
ment, snd/or services.

“he speace provided for spproving officer
shall be left blank for the use of the Culef,
Services Division, or his suthorized designee,

Additional Fequisitioning Instructions
{1} Whenever possibles, those items which are

to be procured from one source should be
restricted to one requisition.

(&) [gguuiaitians should state whether ltems

{(3) all requisitions should be submitted as
f£ar in advance of requirements az cire
cums tances permit Iin order to allow tue
thief, Services Divialon as muci llue
as pomsibvle to effect the supply through
the supply sctivitiea of the Government
or sush other sources as may be required.

{4) Requisitions for monthly establlished sup-
plies must be submitted not later tian
the £0th of the month prior to that for
which the supplies are required. :

{6 keguisitions should not include a request
for aay two of the following; materiesle,
labopr, office moves, repalrs, and tole-
phone services,

roperty trsnsfer Aetiong

Standard Form __ entitled "rroperty iransfsr sction”

shall bes used Dy the iervices Uivision, |
Por tae use of respensiule officers in ollowing
nonexpendable pronarty sotions; {(a) movement of uro-

perdy, () resurn of surplus nroperiy Lo #tock {a)
transfer ol property Detween
officers, and (d) loans betwoen responsiltle oiflcers.

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030004-5
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Yhe sbove form, lncluding the "Helease Certificate”
sontsined therein, will be executsd in guintuplicete
by the responsible eitficer initiating the aetion and

returned to the | |Services Division.  oTATINTL
s Purchase Orders
Purchase Order Form NOs is prescribed for use

in %ths progurement 0i materials and services from
cormserelal and/or other sources, unless some other
form 18 specifically -rovided, Purchase Orders

@111 be ordinarily used in ceseg where payment for
satarial and asprvices is to te made in a aingle re-
Llttance and the smount involved 1s less than +20004,00
and will e signod by an authorized purchasing officer.

De Contracts ILLEGIB

in cases wherse pavment for materlals and/or services
ceadered is to be wede in mOre ikl Lae reml L Lance W

sAoWLOPE LhE smount involved la §2,000,00 or more, the |
orosuresvnt will oe nafleeiad by roducing sald agres
ant te contractual forme ‘“he form to be followed
will fuvor in secopdance with the clreunsiances and
subject ualier ot She CORLTHRC b

25X1C4A

., overseuss Lable [equastis from yvort wisslons

L. uriglneting Locuments

Twgues L& Loy sunnlles snd/or equipnent from Oy ere
sens sources ordinsclly origlneve by cavle or
souch lebie. LWovenirad sntellitzence semiyusilesde

S e woorwinwiies ol Lequestis oy $ervices Llvislion &«
el Bl L ONEernel.

U, 08 reaceipt of ocaLle Or pouaen letier, 1o is e
respaneibliiocy ai lue wulel, seovices Livision W
Thiilete @uves Lo accompllish procurcunent, e pro-
curnmeat Lavin, leen coordinatec ad SUrBRAGG,

Approved For Release 2003/03/06 : CJA-:RDP54-00177A000200030004-5
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in cenjunction with the bBranch or Offlge concernad.

e Preparation of hequisition {(Form 1110)

{a} On receipt of a eable, it is the responsibility
of the Chlef, Services Diviasion, %o reduce the
request tc requisition form and to place saune
in the apyropriate proocurement charmels, Arran;e-
ment for cargo shipment, marking, dellivery,
etc., will ve made Ly the Services Division.
Information coples will be forwarded to the
Breanch where required,

{b) Pouch letters gontaining the requeste which
have been approved in accordance with "ara-~
graph 2 hereof, will be forwarded to Services
Division and reduced to requisition form in
accordance with rarmgraph & (a) hereof,

25X1X8

rhere pouck letters alsc contaln information
. pegulier to the operations of the Branch con-
corned, the metters pertalning to procurement
should be sbstracied thersfrom and reduced
$o requisition In acoordance with procedure
25X1C4A prescrived in Paragraph III A,

Cu

The Chief of each i{ission shall pr:gare & forecast of all
his requirements on a quarterly basis {other than bargaine
.ing goeds), and shall forward these requirements to Cen~

B iigance COroup Headquarter:, Vashington,.

Sald requirsmenta shall e prepared three months 1ln advance
of the actual ne¢d tugreior., Sald regqulrements will be
screensd in Central Intelligence Group Headquarters, Washe
ington, and will be forwarded to Servioces Division for
proecurement astion sand shipment upon & determination of 73
scoeptability thereof. Any apecial or peculiar method
required in the processing of the procurement or ship.ling
should be duly stated at the time of submisslon of the
requirements.

VI. [RANS:ORTATION
A. Ceargo Shipments
Approved Pl Reld588 98040986 DEVARbRRE 089 piA00200030004-61 08 ting
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cverseas cargoe shipmenis for office supplies,
equipment, and
by the failswi

{a) Supplles, Equipment and/or Materials

ng procedure,

{1} Pill out Form No. 1110 in sextuplica‘te,
ineluding des-

of pouch le =

with sll pertinent datas
tination, number ard da%e

other materials, will be governsd

ter, eable number and date, and forward

same to Services DLivision,|

| 25X1

.
2wl
e

iranch coneerned where required,

o
»

rersonal flecis

On receipt of the completed Form Ho. 1110,
arrangesients will te made by the Services
pivision, to procure and/or ship the sub-
jeet matter of the requisition. Infor-
m&tion copies will be returned to the

when makling shipments of personal sffects, one mé%QAT”“TL

of Form Ko, 113% and two soples of From No. 1156 (1%

should be forwarded direct to Chlef,|

[:::::::] searvices Lilvisions

iransportation of Personnel

it is the understanding of the writer that the pressently
consg tituted Procedures Jiflee has sovered inls subject

matter in conjunction with Finenoes Division end Speclal

funds and that the draft of the proposed order, includim
other things, reference to allocation of funds, eic,

Aceordingly, the writer has not seen [it to cover this

subjett fnasmuch as virtual approvael is ntaumnd,

0SS Form 1156 . 7
(2961
OFFICE OF STRATEGIC SERVICES
REGISTRY OFFICE

Date 2= At ] N :
et ime £ & o~

(Picked up)

/

To_1 4 ]
° Be, o4
Y

Fr jjg :
* Br. f ;_?(: '::
4
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CERTOAL INTELLIGEHCE GROUP

C.L1.G, ADMIMISTRATIVE ORUER NO,
“I’

HULES OOVERNING PROCUREHKE

ine following regulations shall henceforth govern Central

intellipence Group's progucesent pollcy and progedurs.

I,

ii,

AUSTHOR T

the Culef, Lervices Division, shall ac¢t, unless the
Uirector, Gentral Intelligence Uroup, shall othere
wise suthorizs in writing, as the sole contracting
activity for Central Intslligence Group, for all
types and kinus of things and services necessary,
apuropriate, or convenient for the operation of ssaid
intelli ence Croup, whether the prosurement bs accom-
slished on vouchersd or unvouchersd funis. Any com=
altrment attempted by psrsons, other then the Chlef,
Services bivislon, may be invelld and nelther recog-
nized nor acknowledged by spproprlatle authority.

(LA SIFICATION OF ?ROCUREMENT

ie QJIfige Supplies

%o facilitate the lssusnce of adminlstrative office
supi;lles and forms, sand to eliminats the maintensnce
of individual stock by branches, there has been es-
tablished 1n the| | serviess Division, STATINTL
 sufficient stock of aanld supgpliea, ‘he iftems in
atock are reflected on the Ceantral Intelllgencs

Group Offles Sup ly C(mtalog whieh should be used in
requisitioning oifies supplies in order that the
approyriate nomanclaiure, stock numbers, units avalle
able, st¢, be adherredc to. Improper ldentificatlon
of 1tems, resulting from the nonuse of the catalog,
will only result in unnecessary delay.

e uifiec kquipmesnt

in sdequete stock of generally used sisar ] e
sguipment is carried by Servicea Divislon, STATINTL
[f%::::%g A Catalog of Uifice Equipment b ‘
prepared and the principles appliceble in paragraph

iI A should likewise jovern requests for office

Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030004-5
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(b} “Lelivery To" should incicute the name
and address of the individual to whieh delivery
called for on the requisition is to be mide

(e} "Charge Alloiment" should tear the symbol
#sslgned by the Budget Divislon to the Sranch
concerned,

(d) Lhe Hranch sup 1y Officer shall aign the
original of emch requisition wiieh requisi-~
tion shell be submitted in guintuplicate,
Jnly the Sranch Sup;ly Officer is cuthorized
to submit requisitions for supplies, equipe
ment, and/or aervices,

(¢} Lne space provided for exproving officer
ahall be left Llank for the use of the Calef,
Services Division, or his authoriged designee,

(£) additional Fequisltioning Iﬂﬂtruutiaﬁa 4
(1} whenever nosaille, those ltems which ape

Lo Le procured from one soures sbould be
resirieted to cne requisition.

Heguisitio

25X1A6A

(5) 4all requisitions should he submitted as
far in advance of requiremonts as eir=
cums tances permit in order %o ullow iue
{hief, tervices Division &8s much time
&8 possible to effect the sunply thraugh
the supply aoctivities of the Government
or such other sources as may bts required,

(4) Fequisitions for monthly esteblizhed aupe
plies must be submitted not later tnen
the <O of the month nrier to that for
whlch: thie supplies are required,

{8) Kequisitions should not inciude o request
Tor any two of the following; naterials,
labor, office moves, repalirs, and telew
phone seprvices,

e Property iransfer ictions STATINTL

Standerd Form entitled "roperty Lransfer i il
shell be used by the Services Livision,
for the use of res_onsitle olfflcers in oOWing

nonaxpendable properéy actions; {a) movement of uvroe
perty, (b} return of surplus sroperty to stosk (cs
trensfer of property tetween responsible and/or accountavle
olfficers, end {d) loans between ressonsible officers.
Approved For Release 2003/03/06 : CIA-RDP54-00177A000200030004-5
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in conjunction with the Branch or Office concerned.

ve Creparation of fHequisition (Form 1110;

{(a) un receipt of a eable, i1t ia the responsibility
of the Chlel, Servites Division, %5 reduce the
request to requisition form and to plece sane
in the apyropriate procuremsnt charnels, Arran;ow-
nent for cargo shipment, marking, delivery,
etc., will be made Dy the Services Division,
Information ecnies will be forwarded to ihe
pranch whares required.

(] Fouch letters containing the requests whieh
have been soproved In acecordance wilith ~“apa-
. graph 2 hereof, will be forwarded io Services
Divislon and reduced to regquisition form in
accordance with “aragraph 3 {(a) hereof.

nhere pousch lettera also contain information
pesulliar to the operations of the branch con-
cormned, the maiters pertalning to rrocurvment
should te abstracted thersfrom and reduced

to requisitlion in acoordances with crocedurs
sreseribed in Faragcreph IIL A,

25X1C4A

Ve FORECAZT O REQUIREMINTS

ihe Chiel of each Hlsslon shall prepars a forecast of all
his requirements on a guuarterly busis {other than t;are;%m-c
ing goods), and shall forward ihese requirements to Jen-
tral Intellilpence Uroup HLeedquarter:, “ashington,

said requirements shsll 1e prerpared thre® months in asdvance
of the actunl rneed thersfior. Sald requlrements will te
gcreensd in Central Iinteilirence CGroup Headquarters, iiashe
ington, and wlll be forwarded to Services Division for
srocarement astion and shipment upon & determination of
sccentacllity thereof, A4Any special or neculiar meathod
requlred in the proesssing of ¢the procursment or shi. ingo
should ve duly stated at e time of submisalon of the
requirsnents.

Vie iHARS URTATION
Ae Large Shioments

Apprived FOPREERSE S0 05706 1CTAMROPS4 G017 N0US200630004¢8 na ting
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overseas cargo shipments for office supplies,
equipment, ard other materiais, will be goveried
by the toilmwing srocedureg.

(&) Supplles, bquipment and/or Hatsrisls

{1j) Fill cut Form Kos. 1110 in sextuplicate,
wlth all pertinent data, lncluding dese
tinstion, number and aa%e of poush let-
ter, cable number snd dats, and forwar
saxe to Services Udvision, Supply Ssction.

{€) On receipt of the eompleted Form lo. 1110,
arran;esents will e made by the Zcrvices
Division, to procure and/or ship tie aube
Ject matter of the requisition. Infore
matlon copizs will be returned to the
I:aneh concernad whers required,

h:g
k]

Jersonal sifecis

when maklng silpments of personal effecta, ona eé%QAT”“TL

of Form Xo. 113% and two coples of From Ho. 113% ()

should be forwarded direct to Chlef,] i‘]
STATINTL [ ] Servlices Liviasion,

e dransportation of “ersonnel

it 1s the understanding of the writer that the ;resantly
constituted "rocedures uffice has covered inles subject
watier in conjunction with Finanoe Division aend Spesial
Funds and that the draft of the gregalud order, including
amogig othor things, refersnce to gslloeation of fundas, eto,.
Acgordingly, the writer hea not seen fit to cover this
susjeot inasmuch as virtusl approval iz assuvmed,

Approved For Release 2003/03/06!_:5CIA-RDP54-00177A000200030004-5
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SERVICES DIVISION

STAT P ROCUREMENT BULLET N - SUANDAKD PROCUREMENT PROCELDURE FOR

CENIRAL INYELLICGENCE HEADQUARTERS

1. CLASSIFICATION OF PROCUHEMEN

A, Administrative Office Supplies

o facilitate the fssuance of administrative office sup=
plles and forms and to eliminate the maintenance of indie

viduel stock by branches, there has besen satablished in

STATINTL the Service Divielion, s sufficient stock

of subject zupplies,

ihe Catalog should be used in requisitioning administrative
office supplies in order that the appropriate nomenclature,
stock numbers, units available, etec., be adherred to., Im-
gsroper identification of items, regulting from the nonuae
of the sstalog, wlll only result in unnecesssary delay,

He Administrative Office Equipment

4n adequate stock of yensrally used standard office equipe

went 1s carried vy Services Division, A STATINTL

catalog of office aquipment has been prepared and the nrim-
ciples a.plicable in ‘mragraph 1. A, should likeﬁiaa govern
li.e request of office equipm:ni., the prineiples applicable
abo.¢ should likewlss govern the requisitions of office

aqguipment,

C. Ekgqul ment, 8upplles, etc,,

VIED IS0V Bros RRNTi6g )

fequests for items not eovered byhwausfire s J A and 1 B
: CYoR2" CHVRL 10t  Ip

shall, when possitle, make [ Pafary Q & manufa%tur%ria

catalog and/or model numbe%ac



STATINTL

25X1A11B

D,

-
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If 1t 1s impoesible for the requisitioning office to
proparly ldentify the item desired and no déserintion
or raference to the manufacturer's make and/or model

number 1a available, ske tohes, drawings, .r consultations

with the Services Division, and proeuce~STATINTL

ment speclalists aresuggested.

Wiln regard %o services, all avalleble conditions sovern-
lng the redemption of services should be excoraessed, Ir
certaln service req.ires the execution of a contraciual

dogument further discuselons may be required by tbe'@ar-

vices iivision, for the puriose of

formally coverin: the obligations and rights of the rew
spective partiss,

Bullding Maintenance, Fepairs, and Ssrvices,

Services Division, | | 18 equipped to handie STATINTL

all requests for bullding mainienance, slterations, renairs,
and servicea. Heqguests therfore, should be plasesd on the

standard requisition, Form No., 1110,

Fe QOvorseas Requestis

Lue to the agesiaiizad character of th a vroocurement, a

Baparate procursment sulletin will Le issued.
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2, ACQUISITION DOCUMENTS

Ay Hequlisition

1. Form No. 1110 shell be used in each instence whers the
preceeding paragraphs preseribes reguisit’ na,
i /éﬁ)ths spece "Daie” in the upper right nand corner, the
actual date of preparation of the requisitlon shall be
"inserted. |
(v)e "Dalivery %o should indicate the name and address
0l the indlvidual to whieh delivery called for on

the requisition is to be nade,

L
Tt

"Charge Allotnent" should bear the symbol assigned

PR

by the DBudget Iivislion to the Branch concerned.
(d) ‘he Branch Supply Ufficer shall sign ihe original
of each requisition whieh roguisition shall be
submitted In quintuplicate. Only the Branch Supnly
officer 1s authorized to submit requisitions for
supplles, equipment, and/or services.
(e} ihe apsce yrovided for epproving officer shall
be left blank for the use of the Chief, Services
Division, or his suthorized dealgnes,
{£) Additional Requisitioning Instructions,
(1) Whenever possible, those items wuieh are to
be procured f..m one source should he resirloted
to ore requisition.
{2) Requisitions should staste whether items are
to e used in the Zone of Interlor or cverssas,

(3} All requisitions should be submitted as far
Approved For Releas%"}oﬁ%%‘é@: C?E-Rﬁ%‘ﬁioﬁﬁ’??&éb%zﬁﬁoﬁ%‘i’-%m’ tances
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permlt in order to allow the Calal, Services
Division as much time as nossible to affeat
the supply through the supply astivities of
the Government or such other sources as may
Le required,

3 Requaitions for monthly establiszhed sunnlies
raet be submitted not later then the “0th of
the month .rior to that for whieh the supplies
ara se2quired,

B Requisitions should not include = request for
any two of' the following; naterials, labor,
offic: moves, repairs, and communicaiion
servicas (),

Be Zroperty iranafer ictions

) ‘ ‘ STATINTL
1, Standerd Form entltled “Property ‘‘ransfer iaction

shall bs ussed by the cervices Uivision,

for the use of accountiable officers in the following
nonexpendable property actionsy (m) movement of property,
(b) return of surplus property to stock (e} transfer of
property between accountable officars, and (d) loans bDe~
tween accountable officer,

The avove form, including the "Releass Certificatic" conm
tained therein, will be executed in quintupllcate by the

accountable officer initiating the action and re turned

STATINTL to tha| |Seyvicea Division,
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